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SAMPLE BOARD MEMBER JOB DESCRIPTION 


Individual Board Member Responsibilities 

1 . Attend all board and committee meetings and functions. 

2. Be informed about the organization's mission, services, policies, and programs. 

3. Review agenda and supporting materials prior to board and committee meetings. 

4. Serve on committees or task forces and offer to take on special assignments. 

5. Make a personal financial contribution to the organization. 

6. Inform others about the organization. 

7. Suggest possible nominees to the board who can make significant contributions to the work 
of the board and the organization 

8. Keep up-to-date on developments in the organization's field. 

9. Follow conflict of interest and confidentiality policies. 

10. Refrain from making special requests of the staff. 

1 1 . Assist the board in carrying out its fiduciarymesponsibilities, such as reviewing the 
organization's annual financial statements. 

Financial and Resource Development Expectations 

1. One hundred percent (100%) Board giving is expected. Directors are asked to consider a 
gift that is "significant according to their circumstances.” 

2. Identify and assist in cultivation of potential donors. 

Time Demands (approximate) 

1 . The board meets (quarterly/every 4 th Thursday from 4-6 p.m. /other). 

2. Annual meeting - every January 

3. Board member orientation - 14 day every February 

4. Annual planning retreat - 1 day, usually in March 

5. Committee work - approximately 2 hours/month 

6. Special events - attendance at two or more events is recommended 
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BoardSource Ten Basic Board Responsibilities 

1. Determine mission and purpose. It is the board's responsibility to create and review a 
statement of mission and purpose that articulates the organization's goals, means, and primary 
constituents served. 

2. Select the chief executive. Boards must reach consensus on the chief executive's responsibilities 
and undertake a careful search to find the most qualified individual for the position. 

3. Support and evaluate the chief executive. The board should ensure that the chief executive has 
the moral and professional support he or she needs to further the goals of the organization. 

4. Ensure effective planning. Boards must actively participate in an overall planning process and 
assist in implementing and monitoring the plan's goals. 

5. Monitor, and strengthen programs and services. The board's responsibility is to determine 
which programs are consistent with the organization's mission and monitor their effectiveness. 

6. Ensure adequate financial resources. One of the board's foremost responsibilities is to secure 
adequate resources for the organization to fulfill its mission. 

7. Protect assets and provide proper financial oversight. The board must assist in developing the 
annual budget and ensuring that proper financial controls are in place. 

8. Build a competent board. All boards have a responsibility to articulate prerequisites for 
candidates, orient new members, and periodically and comprehensively evaluate their own 
performance. 

9. Ensure legal and ethical integrity. The board is ultimately responsible for adherence to legal 
standards and ethical norms. 

10. Enhance the organization's public standing. The board should clearly articulate the 
organization's mission, accomplishments, and goals to the public and garner support from the 
community. 


References 

Richard T. Ingram, Ten Basic Responsibilities of Nonpi&lil B go. rdj, Second. Edition (BoardSource 2009). 
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Board Recruiting Materials and Process 


1. Create materials for prospective new board members 

a. Organization mission and case statements, objectives, goals, history, 
budget, fundraising plan 

b. Board roles and responsibilities - be as clear as possible (actual $ 
amounts, number of hours each month, etc.) 

c. Any interesting articles about the organization or the issues the 
organization addresses 

d. Questionnaire/Application for prospective new board members. 
(These questions can also be asked during an in-person meeting 
between the candidate and current board members.) 

i. Why are you interested in serving on the board? 

ii. What kind of board experience have you had? 

iii. What skills do you bring to the organization? 

iv. References from other board members/Executive Directors 
who have worked with you. 

2. Set up a meeting with the prospective board member and the Executive 
Director and current board members to discuss the organizations’ needs and 
to determine whether this is the right fit. This could involve a site visit, if 
appropriate, to see the organization's program in action. 

3. Check references. 

4. Board decides whether or not to invite the candidate to join the board- if it’s 
not a good match, thank the candidate for their time and explain that what 
we're currently looking for now is different than what the candidate can 
offer. 

5. Full board votes to approve new board candidate. 

6. Orientation plan and plan for ongoing training/development of board 
members. 


Sample Board Matrix 
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Diversity 

Ethnicitv 

Chinese 

Filipino 

South Asian 

Korean 

Japanese 

Vietnamese 

Pacific Islander 

Non-API 


Age 

Over 65 

51-65 

36-50 

20-35 


Gender/Sexual Orientation 

Female 

Male 

Transgender 

Lesbian/Gay 


